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LEARNER OBJECTIVES 

1. IDENTIFY THE STEPS TO REQUEST A NEW 
USER FOR TRAIN 

2. IDENTIFY THE STEPS TO SUCCESSFULLY 
COMPLETE THE NEW EMPLOYEE LEARNING 
PLAN 

3. KNOW WHERE TO GET HELP 
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User Request through WIC Service Desk 

Email: WIC Service Desk – wicservicedesk@azdhs.gov 

 Subject: New TRAIN Account Request for (Local Agency Name) 
 

• First Name  
• Last Name  
• Active Directory/Citrix Username: (Must Be Requested Prior to LMS Request) 
• Email Address 
• Local Agency 
• Phone Number 
• Supervisor/Trainer: (Include All Possible Supervisor/Trainer’s) 
• Job Title 
• Start Date 
• Requestor Name 
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Pop-Up Blocker 

**NOTE: Before you login, please make sure that your Pop-up 
Blocker is turned off. You will not be able access the courses 

without turning this functionality off** 

http://www.azdhs.gov/
http://www.twitter.com/azdhs
http://www.facebook.com/pages/Phoenix-AZ/Arizona-Department-of-Health-Services/114962494972
http://www.youtube.com/azdhs
http://directorsblog.health.azdhs.gov/
http://www.linkedin.com/company/arizona-department-of-health-services


Health and Wellness for all Arizonans 

azdhs.gov 

First Time Account Login 

Log into the TRAIN System using your 
Username* and Password** 
 

*User Name: WIC Local Agencies 
& ADHS Staff-User Name is “azwic” 
all lowercase followed by your 
Citrix Username               
Example of username: azwicjdoe 

 
**Password: 123456 
 

If you forget your password at any time, click on 
the ‘Forgot Login Name/Password’ link and 
your password will be sent to you via email. 

 

Type in azwic 

followed by CITRIX 

USER NAME 

 

Password = 

123456 

 

CLICK 
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When you login for the first time 
you will be asked a few set-up 
questions: 

a) Click the Check Box for  
“I agree to these TRAIN 
Policies” 

b) Select a ‘Password Question’ 
and ‘Provide an Answer’  
(NOTE: This information is only viewable to the User) 

c) Click ‘NEXT’ 

 

First Time Account Login 

b. Select Question 

b. Provide Answer 

a. CLICK 

c. CLICK 
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First Time Account Login 

Ensure that all of your User Information is correct and all fields which 
have a Red Star (*) by them MUST BE filled in.   

• Notice: in this example “Title” has not been filled in.  
All Fields must be filled in order to move forward. 

 
NOTICE: Possible 

answers include: Mr., 
Ms. Mrs., Dr., Miss 
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First Time Account Login 

Now the information is complete and you can move forward.  

**Once all fields are correct click ‘NEXT’** 

CORRECTED 

CLICK 
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First Time Account Login 
Select ‘Public Health Official’ and click ‘NEXT’ 

SELECT 

CLICK 

Please be aware that you will 
need to scroll to the bottom 
of the list. 
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First Time Account Login 

Click ‘OTHER’ type ‘WIC’ into the open box and click ‘NEXT’ 

SELECT 

CLICK 

Type ‘WIC’ in 
this space 

WIC 
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First Time Account Login 

• Click ‘YES’ when asked about emails from TRAIN 

 
 
 

 

 

• Confirm your email address then click ‘OK’ 

CLICK 

CLICK 

CONGRATULATIONS 

You are now logged 
into TRAIN! 
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Training Plans 

The next step is to access and launch the New Employee Training Plan. 
From the ‘Dashboard’ table on the right side of the home page,  

click ‘My Training Plans’. 

CLICK 
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Training Plans 

This is where all your currently assigned Training Plans will be located.  

CLICK ‘View All Training Plans’ 

CLICK 
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My Training Plans 
You will be brought to the My Training Plan page  

where you can see all of your assigned training plans.  
New employees will notice their completion status is “Not Started”. 

CLICK 
Notice 
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New Employee Training Plan 

Find the New Employee Learning Plan - Click the first course title to 
move to the Course Details Page.  

CLICK 
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Civil Rights Course 
Click the ‘Registration Tab’ 

CLICK 

Select ‘CEU/CE’ and click ‘Launch’ 

 

1. SELECT 
2. CLICK 
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Civil Rights Course 

After the course closes it will bringing you back to the page shown 
below: “Please click here to return to course details page.” 

CLICK 

Click ‘Back’ to return to the Training Plan Page 

CLICK 

http://www.azdhs.gov/
http://www.twitter.com/azdhs
http://www.facebook.com/pages/Phoenix-AZ/Arizona-Department-of-Health-Services/114962494972
http://www.youtube.com/azdhs
http://directorsblog.health.azdhs.gov/
http://www.linkedin.com/company/arizona-department-of-health-services


Health and Wellness for all Arizonans 

azdhs.gov 

Civil Rights Course 

Notice Training Plan Page has an updated Status for each of the 
completed courses. Continue on through the plan until Full Completion 

of the Training Plan. 

CLICK 

Notice 
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Pre through Post Test Training Plans 

Most Learning Plans require the learner to complete a pre-test, the 
course and a post-test for the Training Plan to be considered complete. 

  -To begin, click ‘Anthropometrics Online Course Pre-Test’ 

 CLICK to Begin Training 
Plan 
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CLICK ‘Registration’ tab – 

 

 

  

CLICK ‘Launch’ – 

 

 

CLOSE Pop-Up Window –  
Note: This Pop-Up confirms the computer’s 

ability to access the assessment.  

 

Close to gain access to the Assessment. 

   

Pre through Post Test Training Plans 
CLICK 

CLICK 

CLICK 
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CLICK ‘Assessment’ – 

 

 

  

CLICK ‘Start Assessment’ – 

 

 

 

NOTICE Assessment Score–  

Pre through Post Test Training Plans 

CLICK 

CLICK 

Notice 
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After Completing the Pre-Test, click ‘Anthropometrics Online Course’ 

Pre through Post Test Training Plans 

CLICK 
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Select ‘CEU/CE’ – CLICK ‘Launch’ 

Pre through Post Test Training Plans 

SELECT 
CLICK 
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Pre through Post Test Training Plans 

Click ‘Next’ Through the Course 

CLICK 
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Pre through Post Test Training Plans 

Click ‘Anthropometrics Post Test Attempt 1’ from the Training Plan 

CLICK 
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CLICK ‘Registration’ – 

 

 

  

CLICK ‘Launch’ – 

 

 

CLOSE Pop-Up Window –  
Note: This Pop-Up confirms the computer’s 

ability to access the assessment.  

 

Close to gain access to the Assessment. 

   

Pre through Post Test Training Plans 

CLICK 

CLICK 

CLICK 
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CLICK ‘Assessment’ – 

 

 

  

CLICK ‘Start Assessment’ – 

 

 

 

NOTICE Assessment Score–  

Pre through Post Test Training Plans 

CLICK 

CLICK 

Notice 
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Pre through Post Test Training Plans 

Click ‘Anthropometrics Post Test Attempt 1’ from the Training Plan 

CLICK 
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Pre through Post Test Training Plans 

CONGRATULATIONS  
You have now completed the Training Plan!!! 

NOTICE 
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Contact 

If you have any issues 
completing the TRAIN 

registration or taking any 
Online Course please contact 

the  
WIC Service Desk 

 
WICServiceDesk@azdhs.gov  

 
1-855-432-7220, opt 2 
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